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Amidst scenes reminiscent of the World's Fair of 

1904, delegates to the Missouri State Convention 

arrive at the Hotel Coronado in “the surrey with 
the fringe on top.” 





A NEW MAGAZINE FEATURE 


Effective with the February issue, we. shall 
publish in our magazine each month a new feature 
to be known as A BETTER WAY TO DOIT. 
It will deal bn bg improved secretarial effeciency 
and will be in the form of contributions from mem- 
bers. For each acceptable contribution, National 
Headquarters will publish the member's name and 
present to her an exquisite jeweled emblem. Con- 
tributions must be limited to 100 words or less 
and must discuss such things as time savers, short 
cuts, tactful conduct, and other helpful hints de- 
signed to further the interests of both the secretary 
and the employer she represents. 


NSA NATIONAL DIRECTORY 


Because of the tardiness of some members in 
confirming their addresses, coupled with the 
tardiness of other members in remitting their na- 
tional dues, it was decided to extend from 15 
November 1946 to 31 December 1946 the dead- 
line for inclusion of names in the National Direc- 
tory. Now that all information in this connection 
has been assembled, the directory is ready to go 
to press. Each member will receive a free copy 
in February. Long have we wanted it. Long 
have we planned it. Long have we needed it. 
Now, at long last, we are to have it! Our first 
annual directory—the “Blue Book”’ of secretaries 
—the ‘““Who’s Who” of the secretarial profession. 


INVITATION FORMS 


To assist chapters in their membership cam- 
paigns, National Headquarters has printed a very 
attractive invitation form to be mailed to pros- 
pective members. The invitation is printed in 
attractive type on a snowy white card and en- 
closed in an envelope to match. These forms are 
available in lots of 50 for only $1. A chapter is 
privileged to purchase as many lots as it deems 
necessary for its membership campaign. 


ORDER OF THE QUILL 


If you have been a member for one year or 
more and have not yet applied for membership 
in the Order of the Quill, which entitles you to 
wear the coveted quill and to append CPS to 
your name, you owe to yourself the duty of writ- 
ing to National Headquarters immediately to 
ascertain how you may become a part of this se- 
lect inner circle within NSA. Secretarial science 
is in its infancy. The line of demarcation between 
secretary and stenographer is still no clear-cut 
division in the public mind. We must change 
this!) We must dignify secretarial work as a pro- 
fession. Therefore, to yourself, and to the pro- 
fession of which you are a part, you owe the duty 
of qualifying at the earliest possible moment for 
the distinction and the honor of becoming a Cer- 
tified Professional Secretary. 
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NSA VACATION RESORTS 


At these renowned resorts attractive discounts of 10% 
to 25% have been arranged for all secretaries wearing 
a emblem or presenting an NSA membership 
card, 
MARSHDALE LODGE 
Evergreen, Colorado 
wens D’ESTE HOTEL 
Miami, Florida 
TARRYALL RIVER RANCH 
Manitou Springs, Colorado 
OLD HEARST RANCH 
Pleasanton, California 
HOTEL PILGRIM 
Plymouth, Massachusetts 
NOISY WATER LODGE 
Ruidoso, New Mexico 
BELLA VISTA 
Bella Vista, Arkansas 
HOTEL DE LAS AMERICAS 
Acapulco, Mexico 
THE TOWN HOUSE 
Hot Springs, Arkansas 
LAZY RAY RANCH 
Jemez Springs, New Mexico 
THE TRADING POST 
Allenspark, Colorado 
CM QUARTER CIRCLE RANCH 
Kalispell, Montana 
THE LODGE 
Cloudcroft, New Mexico 
YARMOUTH TAVERN 
Yarmouthport, Massachusetts 
LOMA LINDA LODGE 
Warren, Arizona 
P B LAZY DUDE RANCH 
Beehive, Montana 
DENTON’S MOUNTAIN INN 
Soquel, California 
SAGAMORE LODGE 
Sagamore Beach, Massachusetts 
MI CASA 
La Luz, New Mexico 
HOTEL DEL CAMINO 
Laguna Beach, California 
HOTEL VICTORIA 
Taxco, Mexico 
MC CARTHY GUEST RANCH 
Victorville, California 
F K BAR GUEST RANCH 
Wickenburg, Arizona 


Here NSA members may meet other members from 
other cities. Here are vacations combining thrift and 
pleasure. Here work is forgotten for frivolity and fun! 








PAGE TWO 











[ 








Kansas City, Missouri: for the gay cocktail 
party at which the chapters of Kansas City, Mis- 
souri, and Kansas City, Kansas, entertained the 
visiting national officers who were in Kansas City 
for the semi-annual meeting of the board of di- 
rectors. 


Muncie, Indiana: for its impressive second an- 
nual Boss Night Dinner, at which Mayor John 
C. Hampton spoke on “Why Bosses Need Secre- 
taries.”’ 


Minneapolis, Minnesota: for the memorable din- 
ner meeting at which it entertained members of 
the St. Paul chapter and at which Mr. Robert 
Conn, survivor of the Bataan death march, talked 
on “Lest We Forget.” 


Sioux City, Iowa: for its gay Christmas party, 
in a setting of mistletoe and holly, at the Hotel 
Mayfair. 


Bloomington, Illinois: for the important role it 
enacted in helping to make a success of the city’s 
Community Chest Campaign. 


San Francisco, California: for the pleasant din- 
ner meeting at which Miss Belle Gough, promi- 
nent educator and lecturer, discussed “The One 
and Only.” 


Amarillo, Texas: for the artistic cover on the 
Christmas issue of its bulletin, THE TUMBLE- 
WEED. 


Wichita, Kansas: for the instructive dinner 
meeting at which Professor Whan, director of 
speech at Wichita University, discussed ‘Market 
Research and Its Relation to Television.” 


Phoenix, Arizona: for its successful White 
Elephant Sale and merry pot luck supper at which 
its new officers were installed. 


Oak Park, Illinois: for the delightful dinner 
meeting at which Mr. Howard Williams, guest 
speaker, discussed ‘‘Socialized Medicine.” 


Seattle, Washington: for its recent membership 
campaign. resulting in the enrolling of 52 new 
members by Registrar Jean Ward. 

St. Paul, Minnesota: for having added to its 


social calendar a weekly luncheon every Tuesday 
at the Covered Wagon Restaurant. 
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IN THE SPOTLIGHT 
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Tulsa, Oklahoma: for the interesting dinner 
meeting at which Irma Gentry, a new member 
who for 20 years was secretary to the president 
of Guatemala, spoke on “Life In Guatemala.” 


Springfield, Ohio: for its Christmas gift of an 
electric record player to the boys a girls of 
Clark County Children’s Home. 


Sacramento, California: for its attractive new 
letterhead, one of the best letterheads among the 
many new chapters. 


Emporia, Kansas: for the artistic illustrations in 


its bulletin, THE ROUND-UP. 


Evansville, Indiana: for its successful rummage 
sale, from which it added substantial funds to its 
treasury. 


Ottumwa, Iowa: for its productive membership 
campaign, under the supervision of Registrar Lou 
Smith, resulting in the addition of 11 new mem- 
bers. 


Youngstown, Ohio: for the clever format in 


which it publishes its bulletin, DESK NOTES. 


Charleston, West Virginia: for its Spelling Bee 
at which the bosses, divided into two teams cap- 
tained by Federal Judge Ben Moore and Mr. 
Eugene Brown of the OPA, were asked to spell 
the tongue twisters they have been dictating to 
their secretaries. 


Muskegon, Michigan: for the interesting dinner 
meeting at which an address by Mr. Fred Loyda, 
prominent attorney, highlighted the evening. 


Coffeyville, Kansas: for its merry Christmas 
partv at which members exchanged gifts and sang 
carols. 


Des Moines, Iowa: for the instructive dinner 
meeting at which Mrs. Ethel Towne Holmes, di- 
rector of the Iowa Blind Commission, explained 
procedures for teaching the blind. 


South Bend, Indiana: for the merry Christmas 
party it staged for the boys and girls of the 
Children's Aid Society Home. 


Decatur, Illinois: for an eventful dinner meet- 
ing at which was presented a traveloque depicting 
scenes in the war-ravaged nations of Europe. 
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Springfield, Missouri: for its altruistic project 
of presenting a Christmas gift to every child at 
the Children’s Home. 

Pittsburgh, Pennsylvania: for the first issue of 
PITT PATTER, the best new bulletin of the 
month. 

Huntington, West Virginia: for its impressive 
Boss Night Dinner, highlighted by the address 
of the guest of honor, Reverend Edward M. Blum, 
pastor of St. Peter’s Episcopal Church. 

Columbia, Missouri: for a successful member- 
ship campaign, under the supervision of Registrar 
Jacquie Bennett, who added 24 members to the 
chapter's roster. 

Wheeling, West Virginia: for the delightful 
dinner meeting at which Mrs. Don McLure, mis- 
sionary to the Egyptian Sudan for the past 13 
years, described life in the interior of Africa. 

Chicago, Illinois: for its successful White Ele- 
phant Sale, the proceeds of which enriched its 
treasury $71.25. 

San Jose, California: for the beautiful cover on 
the Christmas issue of its bulletin, PETALS. 

Omaha, Nebraska: for the exquisite printed 
program presented to each member and guest at 
its annual Christmas dinner. 

San Bernardino, California: for the delightful 
dinner meeting at which the guest speaker, Mrs. 
E. Q. Sullivan, talked on ““The Three Fs—Fear, 
Faith, and Friends.” 

Richmond, Indiana: for the pleasant buffet din- 
ner at which each member participated in a round- 
table discussion of “The Art of Conversation.” 


Manhattan, Kansas: for the very pretty Christ- 
mas edition of its bulletin, CHIMES. 

Pueblo, Colorado: for its Christmas project of 
presenting books and jewelry to the patients of the 
Colorado State Hospital. 

Lima, Ohio: for having enlarged its bulletin, 
GENIE-ANTICS, to 28 interest-packed pages. 

Buffalo, New York: for the eventful dinner 
meeting at which Mr. Sidney V. Pfeifer, promi- 
nent attorney and president of the Sister Kenny 
Foundation, was the guest speaker. 

Mason City, Iowa: for the clever department 
of etiquette, captioned “Blunders” and published 
in its bulletin, CORN TASSELS. 

Salt Lake City, Utah: for the impressive invi- 
tational tea given in honor of its 12 prospective 
members. 

New Orleans, Louisiana: for the notable dinner 
meeting at which Miss Terese DeVore, eminent 
authority on cosmetics, talked on “Beauty” and 
presented each member a generous gift package 
of Elizabeth Arden’s “Pink Drama” Poudre 
D'Illusion. 

Erie, Pennsylvania: for its gay Christmas party 
at which were presented 4 door prizes donated 
by Erie merchants. 

Baton Rouge, Louisana: for the newsy personals 
published in the Christmas issue of its bulletin, 
SOUTHERN BELLE. 

Greeley, Colorado: for its 1947 yearbook, in 
which an entire year’s programs are outlined in 
advance, the best yearbook of the new year. 


Until our magazine becomes larger, space will not permit mention of every chapter's activities every month. 





WE WELCOME 


Santa Fe, New Mexico— 

Installed December 11 by registrars Betty 
Veach and Virginia Veach. Officers: Lon Alex- 
ander, president; Chloe East, vice-president; 
Louise Wamel, corresponding secretary; Pauline 
Shepard, recording secretary; Vastie Fowler, 
treasurer. 

Altoona, Pennsylvania— 

Installed December 6 by registrars Dorothy 
MacPhee and Cora Selzer. Officers: Grace Zim- 
merer, president; Leona Semple, vice-president; 
Lois Summers, corresponding secretary; Quillas 
Fisher, recording secretary; Jeannette Mills, 
treasurer. 

Rochester, New York— 

Installed December 6 by registrar Barbara 
Giboney. Officers: Janet Champney, president; 
Loretta Powers, vice-president; Jeanne Kitt, cor- 
responding secretary; Helen Haskins, recording 
secretary; Melba Ware, treasurer. 

Mansfield, Ohio— 

Installed December 5 by registrars Hazel 
Campbell and Margaret Rebel. Officers: Lucile 
Stemen, president; Virginia Hess, vice-president; 
Helen Them, corresponding secretary; Mary 
O'Donnell, recording secretary; Mae King, 
treasurer. 


San Luis Obispo, California— 

Installed December 3 by registrar Mildred 
Carlton. Officers: Joyce Matheson, president; 
Irene Jones, vice-president; Elizabeth Bertwell, 
corresponding secretary; Thelma Grace Kurtz, 
recording secretary; Mary Hosang, treasurer. 


Norfolk, Virginia— 

Installed December 19 by registrar Virginia 
Mehard. Officers: Katherine Powers, president; 
Mrs. Shelley Mattson, vice-president; Melrose 
Petty, corresponding secretary; Bernice Simpson, 
recording secretary; Mrs. Roan P. Downs, 
treasurer. 


Redwood City, California— 

Installed December 18 by registrars Irene 
Bartholomew and Edith Martin. Officers: Donna 
Noble, president; Gloria Howard, vice-president; 
Adaline Witzke, corresponding secretary; Joan 
Boulet, recording secretary; Freda Pennington, 
treasurer. 


Boston, Massachusetts— 

Installed December 19 by registrar Helen 
EnHolm. _ Officers: Beulah Shenk, president; 
Kathryn Faulkner, vice-president; Elma Reed, 
corresponding secretary; Virginia Powers, record- 
ing secretary; Alice Holmberg, treasurer. 
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Boss Night Dinner of the Hawthorne Chapter of Spring- 
field, Missouri. 





Banquet 





PICTURE 
PARADE 


Seattle chapter initiates 52 new members. 


Arlene Siebold (at the microphone), presi- 
dent of the Los Angeles chapter, welcomes 
delegates to the California State Convention, 
preceding address by Irene Gadelman (at 
left side of picture), southwestern vice- 
president. 
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The two dominating factors in the world today 
are the proletariAT and the profiteeriAT. Be- 
tween them is the salaryAT—but he doesn't know 
where he is AT —rne cam BAKE (Seattle, Washington) 

Take consolation from the guy who keeps 
kicking you in the pants—he can’t get ahead of 
you. —THE POW wow ( Wichita, Kansas) 


Before marriage a man yearns for a woman. 
After marriage the y is silent, as in work. 
—THE BULLETIN (St. Paul, Minnesota) 
Advice to loose talkers: build a better mouth 
trap. —THE Lasso (Tulsa, Oklahoma) 
The landlord eyed his prospective tenant coldly. 
“I must remind you,” he said, ‘that I will not tol- 
erate children, dogs, cats, or parrots. And no 
piano playing. And no radio. Is that clear?” 
“Yes sir,” said the tenant meekly. “But I think 
you ought to know that my fountain pen scratches 
a little.” —STEEL MEMOS (Gary, Indiana) 


Diner: “Look here, waitress, I just found a 
needle in my soup.” 
Waitress (formerly a stenographer): ‘Merely 
a typographical error, Sir; it should have been a 
noodle.” —THE TATTLER (Evanston, Illinois) 
It is not the way my economics teacher taught 
me, but the gal with the least principle usually 
draws the most interest. 
—FLOWING THOUGHTS (South Bend, Indiana) 
A man judges a woman's conversational ability 
by the amount of talking she will let him do. 
—LAKE SHORE BREEZES (Chicago, Illinois) 
Criticism is something you can avoid by saying 
nothing, doing nothing, and being nothing. 
—CHIEF MUNSEE NEWS (Muncie, Indiana) 
A heart in the right place is no excuse for a nose 
in the wrong business. 
—THE RANGER (Fort Smith, Arkansas) 
Some persons carve out a career; others prefer 
chiseling. —kaT TALES (Muskegon, Michigan) 
A woman looks at a secret two ways: either it 
is not worth keeping, or it is too good to be kept. 
—CORN TASSELS (Mason City, Iowa) 
A sweater is a good investment for a girl. She 
gets out of it what she puts into it—and draws 
considerable interest, too. 
—THE SALUTE (Salt Lake City, Utah) 
Advice to women on controlling men: if at first 
you don’t succeed, cry and cry again. 
—CALLING ALL YANKS (Yankton, South Dakota) 
Any time you feel indispensable, take a walk 
through the cemetery and read the headstones. 
Those guys were pretty hot stuff, too. 
—DESK NOTES (Youngstown, Ohio) 
A diamond is a piece of coal that stayed on 
the job. 


—TAKE A LETTER (Richmond, Indiana) 
One of the younger members of a conservative 
New York Club came upon one old fellow seated 


Best prom the Bulletins 


beside a window in the extreme rear of the 
building. 

“Hello,” he said jovially, “my name's Winters. 
Have a drink with me.” 

The old man looked up from the copy of the 
Yale Review he was reading and said: ‘Thanks, 
I don’t drink. Tried it once; didn't like it.” 

Winters was rather amused at the old man’s 
manner, but he decided to try again. 

‘Have a cigar,” he said as he held one out. 

“Thanks,” the old man replied. ‘I don't smoke. 
Tried it once; didn't like it.” 

After two rebuffs, Winters went into the li- 
brary and looked at the pictures in half a dozen 
magazines. Then he decided to try once more. 
He approached the old fellow and said, “How 
about a game of billiards?” 

“Thanks,” came the reply. “I don’t play bil- 
liards. Tried it once; didn’t like it.” There was 
a moment of hesitation, then he added: “My son 
will be here in a few minutes, though. No doubt 
he'll play with you.” 

Winters made just one comment: “An only 


child, I presume?” 
—noTes (Bloomington, Illinois) 
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“What do you mean can you have the afterneon 
off? Why if I dared to say no you’d probably 
start sending my. letters out the way I dictate 
’em, put pencil shavings in my tobacco, and even 
tell my wife how much profit I make—are you 
kidding ?” 
courtesy of 
NATIONAL NEWSPAPER SERVICE 
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A p= Years Message 





As the horizon of 1947 appears upon the ever-changing scene, it is pertinent 
to ask—what does NSA mean to secretaries throughout these wonderful 
United States of America? 


With a new year comes new vision—new opportunities, new joys, and 
new happiness for all persons who respond to impulses and pray a little prayer 
for greater faith and courage to live up to that new vision. 


Let's not waste time by making New Year's resolutions. Resolutions are 
only of the conscious mind; too often are they dribbling fade-outs. Resolutions 
tie us to the past—the dead past. Impulses come from the soul; and conse- 
quently mean ambition, action, and attainment. 


1946 marked the beginning of something great we have long dreamed 
for NSA. The first step has naturally been a little difficult; the next step will 
be a little less difficult, because of the understanding we have gained in working 


together in taking the first step. 


Every forward step from which the world has benefited has been the 
result of dreaming. Wright, Bell, Fulton, Westinghouse—all were dreamers, 
whose dreams matured beyond all speculation. The world owes all its great 
benefits to dreamers who think, experiment, and never give up. If we surround 
with unconquerable courage our God-given right to dream, NSA's dream too 
will mature beyond all speculation. 


This wonderful organization we call NSA is the sum total of all its 
many chapters, just as every chapter is the sum total of all its individual mem- 
bers. Therefore, it behooves each of us to give her humble individual best in 
helping to create an over-all structure of which all of us may justly be proud. 


Teamwork must be the foundation upon which we are to con- 
tinue building a greater NSA. Teamwork means “‘all for one and 
one for all,” of course. But I believe that we women of NSA 
can go a little farther than teamwork. We can throw in a little 
good will and love for one another, so that our building of a 
greater NSA will be a cooperative work filled with such beauty 
that NSA will be a wonderful dwelling place for all secretaries— 


everywhere! 
IRENE GADELMAN 


Southwestern Vice-President 
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BETTER SPEECH 


by GeorcE R. TurRNER 


“Beware the Jabberwock, my son! 

The jaws that bite, the claws that catch! 
Beware the Jubjub bird and shun 

The frumious Bandersnatch!” 


—Lewis CARROLL 


This bit of inspired doggerel was a great 
writer's way of warning against the two cardinal 
sins in writing and in speaking—triteness and 
pomposity. 


All of us are afflicted with these crimes. Often, 
when | have to deliver a speech, | find myself 
struggling to dig up a large, economy size word 
when a simpler word would suffice. 


There is a place for pomposity, no doubt. Per- 
sonally, I have never found it. To me the most 
colorful form of writing or speech is the simplest. 


Sheer wordiness assails us on every hand. In 
business correspondence, too many men still use 
paragraphs to say what could be expressed in a 
sentence. For example: “Your remittance has 
been received and credited to your account.” That 
is a pompous, windy way of saying: “We have 
your check. Thanks;” or, even better, “Thanks 
for your check.” 


It is difficult to avoid this highfalutin bombast 
in our correspondence or in our public speeches. 


We are prone to redundancy in our formal 
speech. How many times have you heard some 
politician burble: “On this great and auspicious 
occasion,” etc. The expression would be much 
stronger: “On this great (or auspicious) occa- 
sion. 


In ordinary conversation, trite expressions arc 
frazzled from overusage. Such an expression as 
“okey-doke” is terse and useful, now and then. It 
becomes boresome upon repetition. 


“Get the job done” is an expression much loved 
by business men and women. It has come to 
mean everything from getting the floors washed 
in the front office to selling a million-dollar con- 
tract. Avoid its frequent usage. 


Of course, such idiocies as “Is it hot enough 
for you?” or “You can say that again!” are banali- 
ties which once had a y es of merit but which 
have outlived their usefulness. It is difficult to 
avoid constant usage of such expressions. It is 
good mental discipline, however, to search for 
tresh equivalents. 


This is not a condemnation of slang. Techni- 
cally, many of the most vivid words and expres. 
sions in our speech are slang. One doesn't have 
to talk like a teacher's pet to be forceful. For 
example, try to work out new twists on such 
hackneyed tidbits as: 


Strong as a lion 

Busy as a bee 

White as the driven snow 

A bolt from the blue 

Great minds run in the same channel 
The picture of innocence 

The fair sex 


The list of such platitudes is endless. I try 
to avoid such worn-out similes, but often I find it 
easier to slip lazily into such a thing as “a bolt 
from the blue.” Truthfully speaking, I do not 
know what “‘a bolt from the blue’ is, unless it is 
synonymous with that other absolutely inane ex- 
pression, “Like lightning out of a clear sky.” 


You may find it helpful to compile a daily list 
of such inanities. See how often you find yourself 
using the expression, “Why, you could have 
knocked me over with.a Sates. * I predict that 
your list will startle you. 


And to point up my basic argument that force- 
fulness in speech actually is a simple achievement, 
consider these sentences from Mark Twain's 
classic. ROUGHING IT. He is describing his 
trip across the Rocky Mountains. It is done in 
a mighty manner—without using fancy words. But 
you can see that he studiously avoided the trite 
word, the pompous word. 


“These sultans of the fastnesses were turbaned 
with tumbled volumes of cloud, which shredded 
away from time to time and drifted off, fringed 
and torn, trailing their continents of shadow after 
them; and, catching presently on an intercepting 
peak, wrapped it about and brooded there—then 
shredded away again and left the purple peak, as 
they had left the purple domes, downy and white 
with new-laid snow. In passing, these monstrous 
rags of cloud hung low and swept along right over 
the spectator’s head, swinging their tatters so nearly 
in his face that his impulse was to shrink when 
they came the closest.” 


That is an example of good writing. It is 
fundamentally simple writing. It has power and 
sweep and majesty. But it is far from pompous 
or trite. 


A thoughtful selection of adjectives, a careful 
use of verbs, and sincerity of expression build 
better speech for all of us. 
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THE LETTER CLINIC 


by Aine E. Hower 


STREAMLINE YOUR LETTERS 


Streamline your letters! 
Take out everything that is unnecessary. 


Open punctuation is now the order of the day 
and is rapidly replacing the older form, although 
both are correct. It is the omitting of the periods 
and commas at the closing of the lines in the 
heading, address, complimentary close, and signa- 
ture of the letter, except after abbreviations, as 
later illustrated in this article. 


In using open punctuation, remember that only 
the closing of the lines mentioned is affected. 
Punctuation within a line, as between a city and 
a state, is retained. The body of the letter is not 
affected in any way. 


The widest usage calls for the colon after the 
salutation, and the omission of the comma after 
the complimentary close, although either may 
be retained or omitted in open punctuation. 


IN WIDE USAGE 


A style of typewritten arrangement that is in 
wide use has all lines of the addresss, salutation, 
and body of the letter start with the left-hand 
margin, except tabulated matter which may ap- 
pear in the body of the letter. All other lines, 
including the date, subject, attention name, com- 
plimentary close, and signature are lined up verti- 
cally with the typewriter tabulator key starting 
about the center of the page from left to right. 
Here is the form: 

August 15, 1942 
Mr. R. C. Jones, Treasurer 
The Smith Dry Goods Company 
1011 Main Street 
Little Rock, Arkansas. 
Financial Statement 


Dear Mr. Jones: 


We have many evidences of your good business 
ability, fine spirit of co-operation, and continued 
friendship. You have repeatedly sent us financial 
statements, the last of which was received this 
morning. 
You might be interested to know that you are 
always “out front,” the first to know where you 
stand and the first to let your friends know that 
you had a good year. 
May we take this opportunity to thank you for the 
privilege of dealing with you, congratulate you for 
your good record, and tell you it is a real inspira- 
tion to think of you as a successful customer for 
the coming year. 

Cordially yours 


RHBurger:LB Credit Manager 


The arrangement just given assumes that the 
letter is typed on a letterhead, with the name and 
address printed. If a letter is typed on a plain 
sheet of paper, the heading should include the 
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writer's complete address, street, city, and state, 
and the date, usually written on three lines. 


WRITING DATES 


Some expert secretaries try various ways of 
spacing and writing the date. For general use, the 
simple style, August 6, 1942, is preferred. 


There is a danger in using only numerals, 
8-6-42. In some countries this first character in 
an arrangement like that means the day of the 
month. In the United States it means the month 
itself. In tabulations or lists where the meaning 
is quite clear, the numbers may be used. 


The th, st, and d are not needed except when 
the day is alone. Correct: August 26, 1942, 
August 26, the 26th of August. 


Always give the title, Mr., Mrs., Miss, Dr., and 
so on. These should be used when the position 
follows the name, “Mr. John Jones, Secretary.” 
Of course, do not double a title, “Dr. J. P. 
Smith, M. D.” 


Generally, the salutation agrees with the ad- 
dress. If you send a letter to Mr. W. B. Miller, 
Smith Manufacturing Company, 2453 Wyandotte 
Avenue, Kansas City, Missouri, your salutation 
is correctly “Dear Mr. Miller.” 


A comparatively recent development in usage 
permits the salutation to agree either with the ad- 
dress or with the attention name. For instance, 
if a letter is addressed to the Smith Manufacturing 
Company, Vista Lane, Dallas, Texas, for the 
attention of Mr. W. J. Jones, the salutation may 
be correctly either “Dear Mr. Jones” or “‘Gentle- 
men.” Since the first one is a little more friendly, 
it is often preferred. 


A MATTER OF TASTE 


Many firms have a uniform typewritten style 
for all letters. In determining on a uniform ar- 
rangement, whether to use the blocked or indented 
paragraphs is a matter of taste. Although the 
trend seems to be in favor of the block style, many 
progressive firms still indent paragraphs. 


There is a growing tendency to omit the type- 
written firm name at the close of letters, leaving 
only the pen-and-ink signature of the writer with 
his title or name of department typed underneath. 
His signature is legally binding on the company 
provided the subject is one properly handled by 
him. 

When the dictator's name does not appear on 
the letterhead, it may be typed below the pen- 
and-ink signature or in the lower left-hand corner 
instead of just the initials. This is often a great 
help to the reader. 





SECRETARIES OR SOCIALITES? 


No person disputes secretaries their rightful 
place in the social sun. Social activity is one of 
the three pillars upon which rests the three-fold 
foundation of NSA—-social, educational, and pro- 
fessional. 

However, we must view NSA in a larger light. 
Unlike many organizations, NSA has an economic 
importance. It represents a great bread-winning 
group—the countless members of the secretarial 
profession. 

The majority of chapters have this larger vision, 
and, because they have, are carving for them- 
selves an enviable reputation in their communi- 
ties. Some chapters, permitting their vision to be- 
come dwarfed, have become akin to a mere soror- 
ity or club, restricting their activities to social af- 
fairs attended by only a select few. 

Unlike a sorority or club, requirements for mem- 
bership in a chapter of NSA must be broad enough 
to make eligible any secretary of good moral char- 
acter and of proved business efficiency. In no 
other manner can the chapter be truly repre- 
sentative of the secretaries of the city in which the 
chapter is located. 

Any chapter which limits its membership de- 
feats this high purpose. 


WILL NSA BECOME A LABOR UNION? 


The emphatic answer to this question is NO! 


NSA was conceived as an association—a pro- 
fessional association designed to serve secretaries 
in the same manner the American Medical Associ- 
ation serves physicians, the American Bar Asso- 
ciation serves lawyers, and similar national asso- 


ciations serve other specific professions. NSA 
will never be a club, a sorority, or a union. 


This does not imply that NSA is opposed to 
unions. Of all persons, the secretary must be 
the most impartial in affairs between labor and 
capital. Economically she stands in the ranks of 
labor; morally she is bound by the confidential 
information entrusted to her by capital. 


Self-effacement is the price the secretary must 
pay for climbing to the pinnacle of her profes- 
sion. Never for one moment can she forget that 
she is her employer's confidante, his amanuensis— 
his other self in the world of business. Her re- 
ward is not the plaudits of the crowd, but instead 
that greater glory which Milton eulogized when 
he observed that “they also serve who only stand 
and wait.” 

Therefore, we who represent the secretarial 
profession must, in the words of the immortal 
Lincoln, “with malice toward none, and charity 
for all,’ be at all times impartial whenever and 
wherever the paths of labor and capital cross. 








NSA JEWELRY & ACCESSORIES 


Description and Prices 


Yo. I—NSA 


Jeweled Badge with Wreath. 
10K gold—crown set whole pearte eaaaan 
10K gold—close set half pearls Soonsesiaiesn, a 


2—NSA 
Jeweled Badge. 


10K gold—crown set whole pearls.. ..$19.20 
10K gold—close set half pearls........ 15.50 


vo. 3—NSA 


Jeweled Badge with Ruby (syn.) 
10K gold—crown set syn. ruby with 
crown set whole pearls...............................s.c.0-«: 24.00 
10K te: gl set syn. 7 with close 
set half pearls... PEN Oe 


vo. 4—NSA 


Jeweled Badge with Wreath and Syn. Ruby. 
10K gold—crown set syn. ruby with crown 
i. § eae . 
10K gold—close set rine ruby with close 
set half pearls......... 1 


vo. 5—NSA 


Jeweled Gavel Guard—Ideal Past President's 
Gift. 
10K gold—close set half pearls..... 


No. 6—NSA 


No. 


Quill gure and Chain for eianaetacel ey 
4 


gold 
Gold Filled 


i—NSA 

Key Guard and Chain for Chapter Treasurer. 
10K gold $ 
Gold Filled 


vo. 3—NSA 


er DS Guard and Chain. 
Gold erilled 


io. 9—NSA 


Vice- OK wl Gavel Guard and Chain. 





vo. 10—NSA 


Presiding Officer's Gavel. Beautiful, white 
ivory catalin gavel, 6%” long. regular size for 
women’s organizations, wit sterling silver 
bank attached and mounted with NSA a 
Price (incl. crest and tax)... ae 


vu. LI—NSA 


Large, beautifully lined compact, gold color, 
crested with NSA emblem. 
Price (incl. crest and tax) 


vo. 12—NSA 


Evans automatic lighter as nationally ad- 
vertised, plus the included extra cost of 
cresting with NSA emblem, silver color with 
emblem. 
Price (incl. crest and tax)........................ 


. 13—NSA 

Tee-Vee Lighter. Beautiful polished aluminum 
finish, with NSA emblem as illustrated. You 
will love this lighter. 


Price (incl. crest and tax)... $ 5.35 


vo. 14—NSA 


Beautifully finished heart shaped compact, 
gold color, NSA crest at the apex of the 
design. 

Price (incl. crest and tax)..........0.........0...--8 8.65 


PRICES INCLUDE TAX. 
MINIMUM DEPOSIT WITH ORDER % OF COST. 


Send All Orders, Remittances and Correspondence to 


Mfg. Jewelers and Engravers 


THE GREEN CO., INC. 


1016 Walnut Street 


Kansas City 6, Missouri 
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NO. 12—NSA 
Actual Size 




















PEARL SET GAVEL 
Official Past President Gift. 









NO. 10—NSA 
Actual Size 


















NO. 11—NSA 
Actual Size 















NO. 13—NSA 
Actual Size 
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See prices and description on 
opposite page. 
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NO. 14—NSA 
Actual Size 
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Cities in Which NSA CHAPTERS Have Been Formed 


Kansas City, Missouri 
Topeka, Kansas 
Tulsa, Oklahoma 
Little Rock, Arkansas 
St. Louis, Missouri 
Ft. Wayne, Indiana 
Davenport, lowa 
Springfield, Missouri 
Omaha, Nebraska 
Pontiac, Michigan 
Birmingham, Alabama 
Nashville, Tennessee 
Rockford, Illinois 
Wichita, Kansas 
Austin, Texas 

Ft. Smith, Arkansas 
Chicago, Illinois 
Joplin, Missouri 
Evansville, Indiana 
Denver, Colorado 
Cedar Rapids, lowa 
Memphis, Tennessee 
Salina, Kansas 

Big Spring, Texas 
Waterloo, Iowa 
Bloomington, Illinois 
Albuquerque, New Mexico 
Charlotte, North Carolina 
Enid, Oklahoma 

El Paso, Texas 
Columbus, Ohio 
East St. Louis, Illinois 
Decatur, Illinois 
Louisville, Kentucky 
Orange, Texas 
Detroit, Michigan 
Sioux City, Iowa 
Boise, Idaho 

Jackson, Mississippi 
Mobile, Alabama 
Pensacola, Florida 
Butte, Montana 
Clinton, Iowa 
Evanston, Illinois 
Saginaw, Michigan 
Alexandria, Louisiana 
Paducah, Kentucky 
Lansing, Michigan 
Cleveland, Ohio 
Portland, Oregon 

St. Paul, Minnesota 
Salt Lake City, Utah 
Monroe, Louisiana 
Pueblo, Colorado 
Reno, Nevada 
Jamestown, New York 
Canton, Ohio 
Sacramento, California 
Des Moines, Iowa 
Ventura, California 
Port Arthur, Texas 


- ~~ 


Hollywood, California 
Muskogee, Oklahoma 
Shreveport, Louisiana 
Wichita Falls, Texas 
Lincoln, Nebraska 
Miami, Florida 
Chattanooga, Tennessee 
Bartlesville, Oklahoma 
Jefferson City, Missouri 
Minneapolis, Minnesota 


‘Sioux Falls, South Dakota 


Cheyenne, Wyoming 
Colorado Springs, Colorado 
San Angelo, Texas 
Muncie, Indiana 

Atlanta, Georgia 

Baton Rouge, Louisiana 
San Bernardino, California 
Richmond, Indiana 

North Platte, Nebraska 
Okmulgee, Oklahoma 
Oklahoma City, Oklahoma 
Santa Barbara, California 
Texarkana. U. S. A. 

San Antonio, Texas 
Orlando, Florida 

Amarillo, Texas 
Bakersfield, California 
Kalamazoo, Michigan 
Manhattan, Kansas 

Joliet, Illinois 

Kokomo, Indiana 

Alton, Illinois 

Cape Girardeau, Missouri 
Rochester, Minnesota 

Oak Park, Illinois 

Battle Creek, Michigan 
Mason City, Iowa 

Fargo, North Dakota 
Flint, Michigan 
Kankakee, Illinois 
Quincy, Illinois 

Beaumont, Texas 
Charleston, West Virginia 
Dayton, Ohio 

San Diego, California 
Seattle, Washington 
Lubbock, Texas 
Lexington, Kentucky 
Tampa, Florida 

Fresno, California 
Spokane, Washington 
Wheeling, West Virginia 
Santa Rosa, California 
Springfield, Ohio 
Baltimore, Maryland 
Huntington, West Virginia 
Springfield, Illinois 

Corpus Christi, Texas 
Parkersburg, West Virginia 
Abilene, Texas 


Indianapolis, Indiana 
Galveston, Texas 
Riverside, California 
Ottumwa, lowa 

Terre Haute, Indiana 
Peoria, Illinois 
Burlington, lowa 
Galesburg, Illinois 
Greeley, Colorado 
Anderson, Indiana 
Toledo, Ohio 
Shawnee, Oklahoma 
Hannibal, Missouri 
South Bend, Indiana 
San Francisco, California 
Kansas City, Kansas 
Lima, Ohio 

Lawrence, Kansas 
Yankton, South Dakota 
Jacksonville, Illinois 
New Orleans, Louisiana 
Columbia, Missouri 
Junction City, Kansas 
Frankfort, Kentucky 
Emporia, Kansas 

Gary, Indiana 

Jackson, Michigan 
Oakland, California 
Bay City, Michigan 
Washington, D. C. 
Grand Rapids, Michigan 
Aurora, Illinois 
Stockton, California 
Tucson, Arizona 

Duluth, Minnesota 
Raleigh, North Carolina 
Phoenix, Arizona 

San Jose, California 


Winston-Salem, N. Carolina 


Erie, Pennsylvania 
Buffalo, New York 

Ann Arbor, Michigan 
Vallejo, California 
Muskegon, Michigan 
Asheville, North Carolina 
Akron, Ohio 

Pittsburgh, Pennsylvania 
Youngstown, Ohio 
Harrisburg, Pennsylvania 
Los Angeles, California 
Cincinnati, Ohio 
Portsmouth, Ohio 
Council Bluffs, Iowa 
Santa Fe, New Mexico 
Redwood City, California 
Coffeyville, Kansas 
Altoona, Pennsylvania 
Rochester, New York 
Mansfield, Ohio 

San Luis Obispo, California 
Norfolk, Virginia 
Boston, Massachusetts 


la a i i a i i a i i i a a en i i a i ee a oe a ae ae a a 





ell la i a a i ae al ae i i a a a i i ee i a a ge ge a 
i alle all — lle alle ate all 
j 


—~ 











